
Wheelock College - Division of Student Success - Office of Academic Assistance 

Graduate Intern in Academic Assistance 

 

Job Title:   Graduate Intern in Academic Assistance 

Time Commitment: 10-12 hours per week 

Compensation:  This is an unpaid internship.  Wheelock can work with your institution to discuss  

   educational program requirements.   

Reports To:   Assistant Director of Academic Assistance 

   Katherine Hala (khala@wheelock.edu; 617-879-2179) 

 

About Wheelock College: 

Founded in 1888 and located in Boston, MA, Wheelock College is a private institution with the public 

mission of improving the lives of children and families.  The College fulfills this mission by providing a 

strong education in the arts and sciences and in its professional fields - education, child and family 

studies, and social work - for which its undergraduate and graduate programs are nationally and 

internationally recognized. Throughout its academic programs and student experience, the College 

reflects the multicultural dimensions of the communities and countries in which it operates and fosters 

diverse learning experiences - all of which contributes to the success, leadership, and impact that its 

graduates enjoy in a wide variety of careers. 

 

About the Division of Student Success: 

The Division of Student Success – which includes Academic Advising, Academic Assistance, Access and 

Disability Resources, Career Services, and International Student Services – uses a developmental 

philosophy and holistic approach to support students in reaching their educational, professional, and 

personal goals.  Students are assisted in identifying and reaching these goals through assessment, 

determining appropriate steps, and utilizing available resources.  Student Success is concerned not only 

with a specific personal or vocational decision but also with facilitating environmental and interpersonal 

interactions, problem-solving, and decision-making.  Our programs foster engagement in educationally 

purposeful activities, lifelong learning, and shared responsibility. 

 

Primary Responsibilities: 

The Graduate Intern in Academic Assistance will support the work of the Office of Academic Assistance 

in three main areas: responding to faculty referrals with specific student outreach, providing academic 

coaching to students in a one-on-one setting, and assisting with the administration of the Peer Tutoring 



Program. In this role, the Graduate Intern in Academic Assistance will gain a comprehensive overview of 

the academic support services provided by Wheelock College and will have direct experience with 

systems, with programs, and with students.   

 

2 hrs/week Attend weekly staff meeting to review faculty referrals; aid team in recording and  

processing response information in the campus-wide electronic referral system; reach 

out to assigned students to offer academic support resources 

3 hrs/week Hold one-on-one academic coaching meetings with undergraduates, weekly or  

bi-weekly 

3 hrs/week Assist with the administration of the Peer Tutoring Program; includes managing the Peer 

Tutor schedule, approving timecards, responding to student and faculty requests about 

specific tutoring needs, and organizing trainings 

1 hr / week Weekly supervision and planning meeting 

1-3 hr(s)/week Other projects and campus activities; additional responsibilities as discussed 

 

Qualifications: 

- Currently enrolled in a graduate program 

- Excellent interpersonal and communication skills 

- Effective organizational and administrative skills 

- Ability to evaluate the academic needs of students and deliver appropriate support solutions 

- Proficient in Microsoft Office Suite software 

 

Commitment to Diversity: 

Wheelock College is committed to creating, cultivating, and preserving a culture of diversity, inclusion, 

and equity that values the uniqueness of every individual and actively promotes social justice. We 

believe the collective sum of individual differences contributes to building diverse communities that 

impact scholarship, practice, and policy in service of children and families globally.  

We respect, embrace, and celebrate all races, ethnic backgrounds, cultures, age groups, gender 

identities and expressions, religions, languages, sexual orientations, abilities and disabilities, economic 

statuses, and diverse perspectives. Members of the community are expected to uphold the institution’s 

commitment to diversity, inclusion, and equity. 

 


